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Hana/io paboTbi 
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1 



KoivinoHeHTbi ycipoMCTBa MFP 



YCTpOMCTBO MFP 





1 YCTpOMCTBO aBTOMaTM4eCKOM nOflaMM AOKyMSHTOB (Anfl). 

2 CTeKno cnaHepa. 

3 nojiKa. 

4 JIotokI. 

5 JlOTOK 4. 

6 JlOTOK 3. 

7 JlOTOK 2. 

8 nepeflHHH flBepua. 

9 flBepua OTcena eniKOCTM c TOHepoM. 

10 CeHCOpHbIM 3KpaH. 

11 naHe/ib ynpaBJieHMn. 

12 AonOJIHMTeilbHblM JlOTOK 5 (BXOflHOe yCTpOMCTBO 6o/lblilOM SMKOCTkl). 

13 flonojiHMTenbHoe ycTpoMCTBO OKOHnaTe/ibHOM o6pa6oTKM 

(BblXOflHOe yCTpOMCTBO). 



2 1 Hanaro pa6oTbi 
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flaHejib ynpaBJieHMA 




1) CeHCOpHbIM anpaH. 

2) npoBepxa. 

3) KnaBMiua Bbi6opa pemmvia. 

4) CnpaBKa. 

5) l4M(|>poBan KJiaBiiaTypa. 

6) ripepbiBaHMe. 

7) MepHOBan Konim. 



9) BKJi./BbiKn. pemmvia owtuflaHkin. 

10) CTon. 

11) Hanano. 

12) 0<HMCTKa MMCJia KOriMM. 

13) CMeTMMK. 

14) C6poc. 

15) nawiflTb 3aflaHnn. 



8) TafiMep. 

C noMonibK) naHe/iM ynpaB/ieHMa ocymecTB/ifieTCfl aociyn k c/ieayioLUMM cpyHKUMaivi: 

• t npoBepna (2). Oto6 pa>ne Hue eKpaHa co cnncKOM Bcex napawieTpoB, BbibpaHHbix j\m 
TeKymero 3aflaHnn. 

• O KjiaBMiua Bbi6opa pemnivia (3). riepeK/iKmeHMe pe>KMMa pa6oTbi ycTpoPicTBa Ha 
KonnpoBaHMe, CKaHnpoBaHMe/pa6oTy c cpaKcoM mjim Ha nenaTb. 

• ? CnpaBKa (4). OTobpaweHMe OKpaHa co cnpaBOHHOM MHcfiopMauMeki ajia TeKymen 
Bbi6paHHOM cfiyHKUMM mjim oTKpbiTue OKpaHa "Pe>KMM KJitona onepaTopa". rioflobHbiM 
cnpaBOHHbiM 3KpaH aocTyneH He a/ia Bcex cpyHKUMM. 

• UMcrjpoBaa KiiaBMaTypa (5). C ee noMombK) BBOflflTca uncftpoBbie 3HaHeHna. 

• • -* 1 ripepbiBaHMe (6). ripeKpameHMe TeKymero KonMpoBaHMfi fl^a BbinojiHeHMa 
KonkipoBaHkiH co CTeKJia CKaHepa. 

• MepHOBan norma (7). Bbino/iHeHMe pa30Boro KonnpoBaHna a/ia npoBepKM npaBM/ibHocTM 
Bbi6opa TeKymnx napaMeTpoB. 

• TaMMep (8). 3tot nHflMKaTop 3aropaeTca npn aKTHBM3auMn cfyHKUMM Heae/ibHoro TatiMepa. 
3ia cfiyHKunfl no3BOJiaeT aBTOMaTMHecKM BbiKJitonaTb rmiaHMe yorpoMCTBa MFP Ha 
onpefleneHHbie nepnoflbi BpeivieHu, fljiMTe/ibHocTbK) ao oahom HeaenM. 

• • © Bkji./bnkji. pemMMa oHtMflaHna (9). AKTMBH3ai4Mfi pe>KMMa okohommm o^eKTpooHepruM 
Ha nepnoflbi BpewieHM, Konqa yorpoMCTBo MFP He ncnonb3yeTCfl, mjim aKTMBusauMa pewmvia 
npepbiBaHna BpeivieHM npn aKTMBM3aunM cpyHKunn HeaejibHoro TaMMepa. 

• CTon (10). ripeKpameHMe KormpoBaHMa m ohmctio naMHTM. 

• Hana/io (11). AKTMBM3auMa KonnpoBaHMa mjim cKaHMpoBaHna. 

• OHMCTKa HMCJia KOflMM (12). ri03BOJlHeT BbinOHHHTb c6pOC HMCJia KOriMM. 

• CneTMHK (13). 0"ro6pa>KeHne OKpaHa cneTHMKa mjim aociyn k nporpaMMMpyeMbiM pemniviaM 

flJlH yCTaHOBKM CneUMa^bHblX (f)yHKLJ,MM. 

• & C6poc (14). BoccTaHOBneHMe napawieTpoB aBTOMaTM^ecKoro pewmvia ycipoPicTBa MFP 
mjim napaMeTpoB K/iKna onepaTopa. 

• <^ riaMATb 3aflaHMM (15). OTo6pa>KeHMe OKpaHOB ajih Bbibopa cfiyHKuuM coxpaHeHMa mjim 

BOCCTaHOBJieHMfl 3aflaHMM. 
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KoivinoHeHTbi ycTpoMCTBa MFP 3 



CeHCOpHbIM 3KpaH 



BHMMAHME He K^aflMTe Tflwe^bie npeflMe™ m He HawMMaPrre c cmjiom Ha ceHcopHbiPi 3KpaH. MHane ero mo>kho 
noBpeflMTb. 

CeHCOpHbIM 3KpaH ABJlfieTCfl WMflKOKpMCTaJlJIMHeCKMM 3KpaH0M, Ha KOTOpOM OTo6pa>KaiOTCFl 
MHTepaKTMBHbie 3KpaHbl C CeHCOpHbIMM K/iaBMLLiaMM, MCnOJlb3yeMblMM flJlfl Bbl6opa pe>KMMOB 

pa6o™. ripn HawaTMM Ha K/iaBkium BbicBeHMBaioTCfi cooTBeTCTByromMe ojieMeHTbi. CeHcopHbiPi 
3KpaH HeaKTMBeH ao no/iHoro pa3orpeBa ycTpoMCTBa MFP. 

Ha HananbHOM oKpaHe OTo6pa>KaioTCfi TaKne napaivieTpbi, KaK okohhatejibhah obpabotka, 

flynjlEKC, KOHTPACT, MACEITAB, BYMArA H flOnOJIHHTEJTBHO. 

riofl napaivieTpoM okohhatejtbha.h obpabotka mo>kho BbibpaTb KJiaBMiuy bapametpbi ajih 

flOCTyna K TaKUM KJiaBMLLiaM, KaK IIPHEMHHK, riEPEIBlET, CIHHBAHHE, BBIBOfl M XECTKHH JTHCK. 
M0>KH0 TaiOKe BblbpaTb TaKMe KJiaBMLUM, KaK CIHHBAHHE M COPTHPOBKA. C nOMOLLIbK) KJiaBMLUM 
CIHHBAHHE MO>KHO BKJIIOHaTb M BblKJlKlHaTb Cf>yHKUMK3 CLUMBaHMFl. C nOMOLLlbhO KJiaBMLLIM 
COPTHPOBKA MO>KHO BKJIIOHaTb M BblKJIKWaTb (f>yHKUMK3 COpTMpOBKM. 

riofl napaivieTpoM jjyraiEKC mo>kho Bbi6paTb KnaBMniM aynjieKCMpoBaHMfi npM nena™ 1- m 

2-CTOpOHHMX MCXOflHblX flOKyMeHTOB. 

riofl napaivieTpoM kohtpact mo>kho Bbi6paTb K/iaBMi±iM cbpoc mjim abto. 3tm napaivieTpbi 

n03BOJlflK)T HaCTpaMB3Tb fipKOCTb KOnMM. 

riofl napaivieTpoivi macihtab mo>kho Bbi6paTb K/iaBMLUM abto, machitaehpobatb mjim ctahjiapt. 
3tm napaivieTpbi no3BOJiHK>T yMeHbLUMTb mjim yBenMHMTb M3o6pa>KeHMe AOKyivieHTa. C noMOLUbio 

KJiaBMLLIM CTAHJIAPT MO>KHO Bbl6paTb CTaHflapTHbie K03(f)(f>MU.MeHTbl MaCLUTa6MpOBaHMH, a C 
nOMOLLJblO KJiaBMLLIM MACHITAEHPOBATB K03CpC()ML|MeHT MO>KHO HaCTpOMTb BpyHHyiO. C nOMOLLlbK) 
KJiaBMLLIM ABTO K03(|)Cf)MLlMeHT MaCLUTa6MpOBaHMFI yCTaHaBJIMBaeTCfl b 3HaneHMe 1 :1. 

riofl napaivieTpoM bymapa mo>kho Bbi6paTb jiotok, M3 Koreporo 6yaeT 3a6MpaTbCfi 6yMara ana 
BbinojiHeHMfi KoriMpoBaHMH. 3aecb oTobpawaeTca cpopMaT 6yMam. CooTBeTCTBytoLUMe 3HanKM 
yKa3biBaioT Ha kojimhoctbo ocTaBLueMCfi 6yMarM b KawflOM noTKe. 

riofl napaMeTpoM jj,ohojihhtejibho mo>kho BblbpaTb TaKMe KJiaBMLUM, KaK oPHrHHAjiH, bhboji,, 

nOBOPOT BHKJ1. MJIM COXPAHHTB. C nOMOLilbKD KJiaBMLLIM OPHrHHAJIEI MO>KHO yKa3aTb flJlfl MFP 

TMn KonMpyeMoro McxoflHoro AOKyMeHTa (HanpMMep, mcxoahnm aoKyMeHT c jimct3mm pa3Horo 
cpopMaTa mjim opMrMHaji Ha byMare TMna Tab). KnaBMiua bbiboji, no3BOJifieT Bbi6paTb napaMeTpbi 
KonMpoBaHMH, HanpMMep, BCTaBKy o6jio>kkm, BCTaBKy aonojiHMTejibHoro JiMCTa Meway 
npo3paHHbiMM nneHKaMM, noBTopeHMe M3o6pa>KeHMfi mjim flo6aBneHMe LUTaMna mjim KaKoro-JiM6o 

nOKpblTMfl. npM Bblbope KJiaBMLUM nOBOPOT BHKJ1. BKJIIOHaeTCfl MJIM BblKJIIOHaeTCfl 

aBTOMaTM^ecKMM pe>KMM, no3BOJiFnoi±iMM noBopa^MBaTb McxoflHoe M3o6pa>neHMe Ha 90 rpaaycoB 
fljifi cooTBeTCTBMfi opMeHTauMM KonMpyeMOM cTpaHMLibi 6e3 noTepM aaHHbix. HanpMMep, ecjiM 
KJiaBMLua nOBOPOT bbikji. Bbi6paHa m BbicBeneHa, noBopoT M3o6pa>KeHMfi c ajibboMHOM 
opMeHTauMePi He 6yaej BbinojiHfiTbCfi npM KonMpoBaHMM Ha jimct c khm>khom opMeHTauMeM. Ecjim 
HeobxoflMMo pacnenaTaTb aoKyMeHT c ajib6oMHOM opMeHTauMePi Ha 6yMare c khm>khom 
opMeHTauMePi (mjim HaobopoT) c BbinonHeHMeM noBopoTa M3o6pa>neHMfi, aBTOMaTMHecKMM pe>KMM 
flonweH 6biTb BbiKJiKDHeH (KJiaBMLua nOBOPOT bbikji. He aon>KHa 6biTb BbicBeneHa). KnaBMLua 
coxpahhtb no3BOJiaeT BbinojiHMTb cKaHMpoBaHMe AOKyMeHTa m coxpaHMTb ero b naMfiTM MFP 
fljin nocjieayioLLieM nenaTM. 



4 1 HanaJio pa6oTbi 
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BKJiiOMeHMe m BbiKJiHOMeHkie ycTponcTBa MFP 

BKJiKjneHMe nifraHkia ycTponcTBa MFP Bbino/iHaeTCfi c noMombio ocHOBHoro BbiK/iioHaTeJifl (2), a 

3aTeM C nOMOLLIbK) flOnO/lHMTe/lbHOrO BblK/lK3HaTeJlfl (1). 



BHMMAHME BbiKJiKineHMe nMTaHMfl ycTponcTBa MFP Bceraa Bbino/iHaeTca CHaHana c noMombio flono/iHkiTe/ibHoro 
BbiKJiKDHaTe/ifl (1), a 3aTeM ochobhoto BbiKJiKwaTena (2). 




1 AononHMTejibHbiM BbiK/ihonaTejib ajieKTponmaHkm. 

2 OCHOBHOM BblKJ1K)«HaTenb 3JieKTponMTaHMfl. 

CnpaBOMHbiM pern mm 

fl/ia bojibLUMHCTBa cfjyHKUMM npeflnaraeTca napaivieip nojiyneHMfl cnpaBKM. MTobbi oTo6pa3MTb 
cnpaBKy, Ha naHenn ynpaB/ieHkia Hy>KHo HawaTb Ha KJiaBmuy ? CnpaBKa. 

riapaivieTp ? CnpaBKa kicno/ib3yeTCfi nnn npocwioTpa nHcfiopMauuM o TeKymeM sKpaHHOM 
pe>KMMe, a Taione ana no^yneHna aaHHbix o Bbino/iHeHMM KaKHx-jinbo flePicTBMM. 

Ec/iu BbibpaTb napaivieip ? CnpaBKa Ha aKpaHe OTo6pa3MTca cnncoK Bcex cpyHKUkiki ycipoPicTBa 
MFP. ripn Ha>naTHM Ha cpyHKunio OTo6pa3MTca MHctJopMauna, KacaiomaflCfl aaHHoPi KOHKpeTHOM 
cfiyHKUMM. fl/ia ncno^b30BaHna cnpaBKM Bbino/iHMTe c/ieayioLUkie fleMCTBua: 

1 HawMme Ha ? CnpaBKa. 

2 fl/lfl 0T06pa>KeHMfl KOHKpeTHOM CnpaBKM Ha>KMMTe Ha OBtEM CKPEnOK, nEPOOPATOP, Allfl, 

OBtEM TOHEPA, OBtEM BYMArH, MEHB cnpaBKH MJ1M nOMOElB. BblbepMTe Heo6xOflMMyK3 

Teiviy. 

3 Mto6n no^ynnTb cnpaBKy no onepaunaivi, b ueHTpe OKpaHa HawMme Ha mehb cnpaBKH. 

4 fl/ia B03BpaTa k oKpaHy, kotopnm o"ro6pa>Ka/icH no Hawaii Ha KJiaBMLuy ? CnpaBKa , 
Ha>KMMTe Ha blixoh. 
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CnpaBOHHbiM pe>KMM 5 
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Mcnojib30BaHMe CTeKJia CKaHepa 



CieKJio CKaHepa ncno/ib3yeTCfi b tom c/iynae, ec/iM McxoflHbie aoKyivieHTbi He noaxoflflT j\m 
noMemeHMfl b ycipoMCTBo aBTOMaTMHecKOM nofla^n flOKyMeHTOB (Hanpniviep, npn 
Mcnojib30BaHMM HecoBMecTMMoro cpopwiaTa bywiarn min npn Mcnonb30BaHMM ncxoflHoro 
AOKyivieHTa co crn6oM, co cKpenKaivin, c pa3opBaHHOM 6yMaroPi mjim AOKyivieHTa b nnoxoM 

COCTOflHMM). 

CieKJio CKaHepa kicnojib3yeTCfi aoKyivieHTOB c/ieayic-Luero cfiopiviaTa: 

• JImct m/im KHura cpopiviaTOM ao 280 Ha 432 mm (11 Ha 17 a.). 

• KHMra BecoM flo 6,8 Kr (15 cf).). 

• flOKyMeHTbl TOJ1LUMHOM flO 30 MM (1,2 fl.). 

Hcnojib30BaHkie CTeKJia CKaHepa 

1 rioMecTMTe ncxoflHbiPi aoKyMeHT Ha CieKJio CKaHepa /lnueBoPi dopoHOki bhm3 k 3aflHeMy 
zieBOMy yr/iy. 




2 3aKpoMTe KpbiLUKy aoKyMeHTa, mo6bi npeaoTBpaTMTb cMemeHkie hcxoahoto AOKyMeHTa Ha 
CTeK/ie CKaHepa. 




8 2 KormpoBaHkie 
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Mcnojib30BaHMe Aflfl 



C nOMOLLJbK) yCTpOMCTBa aBTOMaTMHeCKOM nOflaHM flOKyMeHTOB (Anfl) MO>KHO BbinOJlHflTb 

aBTOMaTMHecKyK) noflany ao 100 ncxoflHbix flOKyMemoB, noivieLueHHbix b jiotok nnueBOM 

CTOpOHOM BBepX. YCTpOMCTBO Allfl MOKHO MCnOJlb30BaTb TOJlbKO fl/lfl flOKyMeHTOB 6e3 CKpenoK, 

6e3 c™6ob, 6e3 mhtnx v\m pa3opBaHHbix jiuctob. fl/ia nonyneHMa MH([)opMaLiMM o pa3Mepax 
pa3/inm-ibix cfiopiviaTOB byiviam cm. cfropiviaTbi 6yMarn . B ycipoMCTBe Anfl mo>kho kicno/ib30BaTb 
byiviary c/ieayioLuero cpopwiaia: 

• A3 • B4 • 5,5 Ha 8,5R+ 

• A4 • B5 • Letter 

• A4R • B5R • LetterR 

• A5 • B6R • Legal 

• A5R • 5,5 Ha 8,5 • Tabloid/Ledger 

B ycipoMCTBe An/} He/ib3fi ncnc7ib30BaTb cneayKiLune ncxoflHbie flOKyMembi: 

• aoKyivieHTbi, HMeroiiine CKpyneHHbie, 3arHyTbie mjim corHyTbie JikicTbi; 

• aoKyivieHTbi, nMeKiLune BCTaBKM m/im pa3pe3bi; 

• khmtm; 

• aoKyivieHTbi, MMeKDmne rjifu-meByio 6yiviary, npo3panHbie nneHKM, ne^aTHbie cpopMbi m/im 
u,e/iJiocf>aHOBbie BCTaBKM; 

• aoKyivieHTbi co crnboivi, c nepcpopMpoBaHHbiMn oTBepcTMFiMM \aiw\ aoKyivieHTbi, cKpennem-ibie 
CKpenKaMM; 

• aoKyivieHTbi c oneHb tohkom nnn o^eHb ToncToPi 6yiviaroM (TOHKaa bywiara ruioTHOCTbK) ot 49 
ao 57 r/M 2 , To/idaa byiviara nnoTHOCTbK) ot 90 ao 200 r/M 2 ). 

McnoJib30BaHMe Allfl 

OnpeaeneHMe ycipoPicTBOM MFP npaBmibHoro cpopwiaia 6yiviarM ocymecTB/ifieTCH b 
cooTBeTCTBM m c nojioKeHneivi HanpaBJifiioLUMx byiviarn b yorpoPicTBe Allfl. 

1 rioMecTMTe McxoflHbiM flOKywieHT b jiotok Anfl jiMueBOM CTopoHOM BBepx. ripoBepbTe, 

nOJlHOCTbK) JIM 3aKpblTO yCTpOMCTBO Allfl. 

2 YcTaHOBMTe HanpaBJiflromne bywiarn b cootbotctbhh c cpopiviaTOM noaaBaeivioro Mepe3 Anfl 
flOKyMema. 




3 fl/ia BBoaa Ko/innecTBa TpebyeMbix KonnPi Mcnonb3yMTe uwcfipoByio KJiaBMaTypy. 

4 HawMme HaMano. 
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HcnoJib30BaHMe b Aim mcxoahnx AoxyMeHTOB c jimctsmh pa3Horo (jjopMaia 

KonnpoBaHne H3 AV\J1 McxoflHbix AOKyMeHTOB, coflepwamMx /ihctn pa3Horo cpopwiaia, mo>kho 

BbinonHMTb C nOMOLUbK) OflHOTO M3 aBTOMaTMHeCKMX pe>KMMOB. C nOMOlilbK) pe>KMMa "Abto" nofl 

napaivieTpoM BYMArA Konnn 6yayT BbiBOflMTbca Ha byiviare pa3Horo cfiopiviaTa b cootb6tctbmm c 
cpopiviaTOM jimctob opMTMHajia. C noMombto pe>KMMa "Abto" noa napaivieTpoM macihtab koiimm 
6yayT BbiBOflmbca Ha 6yiviare oahoto obmero BbibpaHHoro ct)opiviaTa. CooTBeTCTBytoinMM 
KoacpcpnuneHT yBennneHMfl 6yaeT BbibpaH aBTOMaTMHecKM. 

1 rioMecTMTe McxoflHbiPi flOKyivieHT jiMueBoPi CTopoHOM BBepx k zieBOMy 3aflHeiviy yrjiy noma 
ycTpoMCTBa All fl. Ecjim cf»opiviaT byiviarn 6onbLLie, neivi cpopMaT A4 (210 Ha 297 mm), OHa 
flon>KHa noaaBaTbca kopotkmm KpaeM Bnepea. 

2 YcTaHOBUTe HanpaBJiaioLUMe 6yMarn no HaM6ojibLueMy zincTy ncxoflHoro AOKyMeHTa. 

3 Ha>KMMTe HaMano. 

Bbi6op <t>opiviaTa 6yMam 
OpueHTauMfi 

fljifi KonnpoBaHun ncxo^Hbix AOKyMeHTOB Ha 6yMare, noaaBaeMofi b Konup oTae/ibHo ot 
opurMHana, mo>kho ncnonb30BaTb pe>KHM "Abto" jih6o non napaMeTpoM MACLUTAB, jim6o noa 
napaMeTpoM BYMArA. HanpuMep, ecJiM McxoflHbiM aoKyMeHT noaaeTca b An fl kopotkmm KpaeM 
Bnepefl, a 3arpy>neHHafl ana Konnki byMara nMeeT tot we cfiopMaT, ho opneHTnpoBaHa ajiuhhnm 
KpaeM Bnepea, ycTpoPicTBo MFP aBTOMaTunecKM BbmonHMT noBopoT M3o6pa>KeHMfl, HTobbi Konna 

BblBOflMJiaCb npaBM^bHO. 

C noMoiubK) pe>KMMa "Abto" noa napaMeTpoM MACLUTAB 6yaeT BbinoJiHfrrbCfi noBopoT 
M3o6pa>KeHMfl, aTaK>ne ero yMeHbweHMe mjim yBe^n^eHMe, 4to6n cooTBeTCTBOBaTb Bbi6paHHoPi 
byMare. 

C noMoiubK) pe>KMMa "Abto" noa napaMeTpoM BYMArA 6yaeT BbinoJiHATbca TOJibKO noBopoT 
M3o6pa>KeHMfl c Mcno/ib30BaHMeM Toro we cf>opMaTa 6yMarn, hto h <t>opMaT opurMHana. 

BbiKJiiOMeHMe aBTOManmecKoro noBopoTa 

3HaneHneM no yMonnaHMK) ajia aBTOMaTM^ecKoro noBopoTa flBJiaeTCfi bkji. (KJiaBMiua noBOPOT 
bhkji. noacBeneHa). Pe>KMM aBTOMaTMHecKoro noBopoTa mo>kho BbiKJiioHMTb, HawaB Ha 

KJiaBMLLiy IIOBOPOT BHKJI. Ha CeHCOpHOM OKpaHe. 

YMeHbUjeHMe m ybojimmghmg 

Mto6n yMeHbiuMTb mjim yBe/iMHMTb KonMKD McxoaHoro M3o6pa>KeHMa c npMpameHMeM b 1 npoueHT, 
Mcnonb3yeTca pe>KMM "MacwTa6". 

1 Ha ceHcopHOM oKpaHe Ha>KMMTe macihtab. 

2 £\m yCTaHOBKM Hy>KHOTO KOOCflCflMUMeHTa MCnOJlb3yMTe B MeHK) UMCppbl MJIM CTpeJIKM. 

3 Ha>KMMTe ok. 

4 rioMecTMTe McxoaHbiPi aoKyMeHT b ycTpoMCTBo An mjim Ha cTeKJio CKaHepa. 

5 Ha>KMMTe HaMano. 

BepTMKa;ibHoe/ropH30HTajibHoe MacLUTa6npoBaHkie (yflajiemie) 

fljifi yBejiMHeHMfi mjim yMeHbweHMa pa3MepoB no BepTMKajiM mjim ropM30HTanM Mcnonb3yeTca 
pe>KMM BepTMKa/ibHoro/ropM30HTajibHoro MacLUTa6MpoBaHMa. 

1 Ha ceHcopHOM oKpaHe Ha>KMMTe macihtab. 

2 Ha>KMMTe no BepT . fljia Bbi6opa Koocpc^MUMeHTa no BepTMKanM mjim Ha>KMMTe no ropM3 . 
ana Bbi6opa Koocfx^MUMeHTa no ropM30HTajiM. 

3 flna ycTaHOBKM HywHoro KoocpcfiMUMeHTa Mcnonb3yMTe b MeHK> uMcppbi mjim cTpenKM. 

4 Ha>KMMTe ok. 

5 BbibepMTe TpebyeMbiM cpopMaT KonMM. 

6 rioMecTMTe McxoflHbiPi aoKyMeHT b jiotok ycTpoMCTBa All mjim Ha CTeKJio CKaHepa. 

7 Ha>KMMTe HaMano. 
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flynneKCMpoBaHMe (2-cTopoHHee KonnpoBaHne) 

flyn^eKcnpoBaHne ncnojib3yeTca b tom c/iynae, ecnki HeobxoflUMo BbinonHirrb 2-cTopoHHee 
KonnpoBaHMe oflHocTopoHHero h/im ABycTopoHHero MHorocTpaHMHHoro ncxoflHoro aoKyivieHTa. 

BwnojiHeHMe AynjieKCMpoBaHMfl 

1 Ec/in McxoflHbiM aoKyivieHT HanenaTaH Ha oahom dopoHe /lkicTOB m Tpebyeica BbinonHMTb ero 
aynneKCMpoBaHMe, HawMirre 1 ► 2 . Ec/im McxoflHbiM AOKyivieHT Hane^aTaH Ha obenx 
CTopoHax jimctob m Tpebyeica Bbino/iHMTb ero .qynjieKCkipoBaHkie, HawMme 2 ► 2 . 

2 rioMecTMTe McxoflHbiM flcwyMeHT b jiotok ycTpoMCTBa All fl min Ha cieK/io CKaHepa. 

3 HawwiMTe HaMajio. 

Mcnojib30BaHne 4>yHKUkiM OKOi-maTenbHOM o6pa6oTKM 
CiuMBaHMe 

OyHKLiMfl ciuMBaHMfi no3BOJifieT BbinonHMTb CLUMBaHne KonMM. Mo>kho Bbi6paTb oflHy yr/ioByio 
CKpenKy m/im flBe CKpenKM Bflo/ib oahoto Kpaa Kormfi. fljia no/iyneHMfi MHCpopMauuM 06 
ncnonb3yeMbix cpopiviaTax 6yiviarM cm. cfropMaTbi 6yMarn cpyHKUHH oKOHHaTe/ibHOH o6pa6oTKn . 

1 Ha>KMHTe I1APAMETPH. 

2 B wieHK) cniMBAHME Bbibepme Hy>KHyK) no3MUMK3 CKpenKM m pe>KMM nepen/ieTa (ecnn 
Heo6xoflMMo). 

3 Ha>KMMTe ok. 

4 Ha>KMMTe OPMrMHAJIH. 

5 Bbibepme cooTBeTCTByioinyio opMeHTaunK) ncxoflHoro aoKyivieHTa m HawMme Ha ok. 

6 Bbibepme .qonoJiHkrre/ibHbie cfiyHKUMM KonnpoBaHna, BK/iKDHaa hucjio Kormki. 

7 rioMecTMTe McxoflHbiPi AOKyivieHT b jiotok ycTpoMCTBa Anfl. 

8 Ha>KMMTe Hana/io. 

nep<|>opauMn otbgpctmm 

fl/ia no/iyneHkm MHcpopMauMn 06 ncno/ib3yeMbix cpopiviaTax 6yiviarM cm. OopMaTbi 6yMarn 
cpyHKUMM QKOHHaTe/ibHOM o6pa6oTKn . 

npHMenaHMe He BbinonHaMTe nepcpopupoBaHkie Ha cneukia/ibHOM 6yMare (HanpMMep, Ha OTMKeTKax, Ha mcxax 

c 3aK/iaflKaMM ww\ Ha flnano3MTHBax). 

1 Ha>KMMTe I1APAMETPH. 

2 Ha>KMMTe IIEPOOPATOP. 

3 Bbibepme cooTBeTCTByKDiiiMe no3nunM oTBepcTMM. 

4 Ha>KMHTe ok. 

5 Ha>KMMTe OPMrMHAJlH. 

6 Bbibepme cooTBeTCTByioLuyio opMeHTaunK) ncxoflHoro aoKyMeHTa m Ha>KMMTe Ha ok. 

7 Bbibepme flononHifre/ibHbie cfiyHKUMM KonnpoBaHna, BKJiKDHaa hmcjio Kormki. 

8 riOMeCTMTe klCXOflHblki flOKyMeHT B jiotok ycTpoPicTBa All fl. 

9 Ha>KMMTe Hana/io. 
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Cm6 no uempy 

Be3 Mcno/ib30BaHMfi cpyHKUMM cLUMBaHMfl mo>kho Bbino/iHMTb c™6 ao Tpex jimctob 6yiviarM. fl/lfl 
no/iynei-ikm MHcpopMauMM 06 Mcnonb3yeMbix cfiopMaTax 6yMarn cm. cfrppiviaTbi 6yiviarH cfryHKUHH 

OKOHHaTeJlbHOki o6pa6oTKM . 

1 II/iotho 3aKpoMTe KpbiLUKy aoKyivieHTa m Ha>KMMTe Ha C6poc fl/ia ommctkm npeflbiaymux 

yCTaHOBOK. 

2 Ha>KMMTe iiapametph. 

3 Ha>KMMTe eras. 

4 Ha>KMMTe ok. 

5 Bbibepme flonoJiHirreJibHbie cpyHKUMM KonnpoBaHMFi, BK/iKmaa mcno Konnn. 

6 rioMecTMTe ncxoflHbiPi flOKyMem b /iotok ycipoMCTBa Allfl. 

7 Ha>KMMTe HaMano. 

BbinoiiHeHMe cm6a b tpm cjioa 

C noMoiubK) napaivieTpa oKOHHaTe/ibHOM o6pa6oTKn, KOTopbiPi mo>kho ncnonb30BaTb am 
bpowKip m nnceivi, pacnenaTaHHbix Ha 6yiviare cfiopiviaTa A4 mjim Letter, Bbino/iHaeTCfi crn6 /lkicTOB 
b TpM cjioh. flnfl nojiyHeHMfi MHcf)opMaL|MM 06 ncnojib3yei\/ibix cpopiviaTax 6yiviarM cm. cfrppiviaTbi 
6yMarn (ftyHKUHH oKOHHaTenbHoPi o6pa6oTKH . 

1 Ha>KMMTe IIAPAMETPH. 

2 Ha>KMMTe ctme b 3. 

3 Ha>KMMTe ok. 

4 Bbibepme flono/iHMTeJibHbie cfiyHKUMM KonnpoBaHMa, BK/iKmafl huc/io KonnPi. 

5 rioMecTMTe ncxoflHbiPi aoKyMeHT b /iotok ycipoMCTBa Allfl. 

6 Ha>KMMTe HaMano. 

BdaBKa o6jio>KeK 

fljifi no/iy^eHkm MHcpopMauMM 0 cpopMaiax 6yMar*i, ncno/ib3yeMbix b Habope a/ia noc/ieayiomePi 

BCTaBKM, CM. OppMaTbl 6yMafH (ftyHKUHH OKOHHaTenbHOH o6pa6oTKH . 

1 II/iotho 3aKpoMTe KpbiLUKy aoKyMeHTa m Ha>KMMTe Ha C6poc fl/ia ohmctkm npeflbiaymux 

yCTaHOBOK. 

2 Ha>KMMTe nAPAMETPH. 

3 Ha>KMMTe JII4CT oejioxkm. 

4 Bbibepme cooTBeTCTByKDiiiMe napaMeipbi nepeflHePi m 3aflHen o6^o>kkm. Bbibepme jiotok 
ana Ka>KflOM o6jio>kkm. 

5 flBawflbi Ha>KMMTe Ha ok. 

6 Bbibepme flonojiHirrejibHbie cpyHKUMM KonnpoBaHMFi, BK/iK^aa <hhc/io KonnPi. 

7 3arpy3me o6jio>kkh b jiotkh Ha6opa ann nocjieayfomeki BCTaBKM. 

8 rioMecTMTe mcxoahnm aoKyMeHT b /iotok ycipoMCTBa Allfl. 

9 Ha>KMMTe HaMano. 
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Co3flaHMe 6yKJiGT0B 

1 rinoTHo 3aKpoMTe KpbiniKy aoKyivieHTa m Ha>KMMTe Ha C6poc ana ohuctkm npeflbiflymnx 

yCTaHOBOK. 

2 Ha>KMMTe iiapametph. 

3 Ha>KMMTe CiiMBaHne vl crn6. 

4 Ha>KMMTe ok. 

5 Ec/in 6yaeT BCTaBJifrrbca o6/ic»KKa, HawMme jimct oejicdkkm, a 3aieM HawMme "ByK/ieT". 
Bbibepme cooTBeTCTByKJiune napaivieTpbi. 

6 Bbibepme flononHMTe/ibHbie cf»yHKL|MM KonnpoBaHun, BK/iKinaFi mcno koiimm. 

7 noiviecTMTe McxoflHbiPi AOKyivieHT b jiotok ydpoMCTBa Anfl. 

8 HawMme Hana/io. 

OopMaTbi 6yiviarM 4>yhkumm cwoHMaTejibHOM o6pa6oTKM 

B c/ieaytomeM Tab/iMue npuBeaeHbi cTaHflapTHbie cpopMa™ 6yiviarM, KOTopbie mo>kho 
Mcnonb30BaTb am cwnBaHna, nepcpopaunn OTBepcTMM, crnba no uempy, cm6a b Tpn cjioh m 

BCT3BKH o6/10>KeK. 
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flocTyn k 3KpaHy ne^a™ 



YcTpoMCTBo MFP mo>kho Mcnonb30BaTb fl/ifi xpaHeHkm 3aaaHMM, nepeaaHHbix c KOMnbKrrepa. 
flrm noc/ieflyiomero aocTyna k TaKMM 3aflaHMflM cneayme cneflyfoujuM MHCTpyKUMaivi: 

1 flBawflbi HawMMTe Ha 0 KnaBMLua Bbi6opa pemmvia. 

2 Bbibepme mvm coxpaHeHHoro 3aaai-ikm nnn ne^a™. 

3 Ha>KMMTe HaMano. 

flodyn k CTpaHMue KOH(|>MrypauMM 

flnfl aocTyna k cipaHnue KOHcpurypauMM cneayMTe c/ie,qyK>LUkiM nHCTpyKunfiM: 

1 flBawflbi HawMMTe Ha 0 KnaBMiua Bbi6opa pemuivia. 

2 Ha>KMMTe vm®o~PMAuyiR. 

3 HawMMTe ctpahmd;a KOHOwrypAiiww. 

4 Ha>KMMTe HaMano. 
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3arpy3Ka /iotkob 



JlOTOK 1 



B /iotok 1 mokho noiviecTMTb flo 100 jiuctob byiviarn nnoTHocTbK) 75 r/M . OopiviaT 6yiviarM Mo>KeT 
6biTb n\o6oi\ ot 100 Ha 148 mm ao 314 Ha 459 mm. flna no/iyneHkm HHCpopMauMM 06 
Mcno^b3yeMbix cfiopMaiax 6yMarn cm. rio,q,qep>KHBaeMbie (popMaTbi 6yMarn arm jiotkob . 

3arpy3Ka 6yMam 



npHMenaHMe ripo3paHHbie nneHKM Heo6xoflMMO 3arpyx<aTb no oflHoPi. 

1 OTKpoMTe jiotok 1. Oh pacno/ioweH c npaBoPi ctopohn ycTponcTBa MFP. 




2 OTKpoPiTe pacLUkipmejib Jioma. 

3 rioMecTMTe 6yMary b /iotok m ycTaHOBMTe HanpaBJiaiomkie Ha cooTBeTCTByfomuM cpopMaT 
6yMarn. 




3arpy3Ka 6yi\iarM c 3aKJiaflKaMM 

BepxHMM jimct npeflHa3HaneH ajia 3arpy3KM nnueBOM ctopohom bhm3 KaK nepBbiM jimct c 
3aK/ia,qK0ki oKOH^aTe/ibHoro Ha6opa. C/ieayiomkie /imctn c 3aK/iaflKaMM yK/iaflbiBaioTCfl b 
cooTBeTCTByK)ineM noc/ieflOBaTe/ibHocTM. 

1 OTKpoMTe jiotok 1 m ero pacLUMpme^b. 
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2 3arpy3MTe /imctn c 3aK/ia,fiKaMM TaKMM o6pa30M, mobbi 3aK/iaflKM HaxoamiMCb cnpaBa no 
HanpaB/ieHMK) k 3aflHePi cieHKe jioTKa. LUnpMHa 3aK/iaaoK ao^>KHa 6biTb He 6onee 12,5 mm. 




flOTKM 2 M 3 

B noTKM 2 m 3 mo>kho noMecTHTb flo 500 jimctob 6yMarn rmoTHOCTbio 75 r/M . cfcopMaT 6yMarn 
MO>neT 6biTb jik>6om ot 210 Ha 140 mm flo 314 Ha 459 mm. fl/ia no/iyneHkm MHCpopMaunn 06 
Mcnonb3yeMbix cpopMaiax 6yMarn cm. floflflepwuBaeMbie cpopMaTbi 6yMarn am jiotkob . 

3arpy3Ka 6yMarM 

npHMenaHMe Ec/iki Ha ceHcopHOM 3KpaHe HHflMKaTop noma yKa3NBaeT Ha KaKOM-Jinbo TMn 6yMam, 3arpy3MTe 

yKa3aHHyio 6yMary. 

1 BbuaiiiMTe jiotok 2 m/im 3 m OTKpoPiTe ponnK noqanki 6yMam. 




2 rioMecTMTe 6yMary b jiotok m, ecnn HeobxoanMo, ycTaHOBMTe 6oKOByio HanpaB/iaiomyio Ha 
cooTBeTCTByhomuM cpopMaT 6yMam. 



npHMenaHMe He npeBNLuaMTe croriKy 6yMarn CBepx >kmphom KpacHOM jimhmm. 

3 riepeflBMHbTe 3e/ieHbiPi orpaHMHMTenb 3aflHePi HanpaB/iaioLuePi k Kpaio cTonKM 6yMam. 




4 3aKpoPiTe po/iHK noaaHM byMarn. 

5 3aKpoPrre jiotok. 
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3arpy3na 6yi\iarM c 3aKJiaflKaMM 

BepxHMM jimct npeflHa3HaneH ajia 3arpy3KM nnueBOM ctopohom bhm3 KaK nepBbiM jimct c 
3aKJiaflKOki oKOH^aTe/ibHoro Ha6opa. CneflytoLUkie /imctn c 3aK/iaflKaMM yK/iaflbiBaioTCfl b 
cooTBeTCTByiomeM nocneflOBaTe/ibHocTM. 

1 3arpy3MTe jimctm c 3aKnaflKaMM TaKUM o6pa30M, hto6n 3aKnaflKM HaxoamiMCb cneBa no 
HanpaB/ieHMK) k 3aflHePi cieHKe noTKa. LUnpMHa 3aK/iaflOK ao/mma 6biTb He bo/iee 12,5 mm. 




2 B pe>KMMe wucma onepaiopa yKawme TMn 6yMarn c apjitiKaMM. 
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JlOTOK 4 



B jiotok 4 mo>kho noiviecTMTb no 1500 jimctob 6yMarn n/ioTHOCTbK) 75 r/M . OopiviaT byiviarn 
MO>KeT bbiTb jik>6om ot 210 Ha 140 mm flo 314 Ha 459 mm. fl/ia no/iyneHkm MHCfjopMaunn 06 
Mcnonb3yeMbix cpopMaiax 6yMarn cm. floflflepwuBaeMbie cpopMaTbi 6yMarn am jiotkob . 

3arpy3Ka 6yMam 



npHMenaHMe Ecjim Ha ceHcopHOM OKpaHe KJiaBMiua noTKa yKa3NBaeT Ha KaKofi-^nbo Tun byMarn, 3arpy3MTe 

yKa3aHHyio 6yMary. 

1 BbiTamnTe jiotok 4 n oTKpoMTe po/iMK noaaHM byMarn. 




2 rioMecTMTe byMary b jiotok. 



npHMenaHMe He npeBbiwaMTe cranKy 6yMarn CBepx wkipHOM KpacHOM jimhmm. 

3 riepeflBMHbTe 3ejieHbiPi orpaHMHMTenb 3aflHeM HanpaBJiaioLuePi k Kpaio cTonKM byMarn. 
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npHMenaHMe He nepeflBuraPrre nepeai-iioK) m 3aflHK>K> HanpaB/iaioLUkie 6e3 kicno/ib30BaHHfl 3e/iei-ioro 

orpaHMMkiTe/ifl. 




4 3aKpoMTe po/ikiK noflann 6yi\/ia™ n, ecnn Heo6xoflwvio, yciaHOBMTe 6oKOByK> HanpaB/iHKnuyio 
Ha cooTBeTCTByKDiiiMM cpopiviaT byiviarki. 

5 3aKpoMTe jiotok. 

3arpy3Ka 6yiviarM c 3aKJiaflKaMM 

Cm. 3arpy3Ka 6yiviarn c 3aKJia,QKaMn b pa3ae/ie JIotkh 2h3 . 
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flonOJlHklTe/lbHblM JIOTOK 5 



B jiotok 5 mo>kho noiviecTMTb ao 4000 jimctob 6yMarM n/ioTHOCTbK) 75 r/M . flna aaHHoro 
ydpoMCTBa MFP bosmokhn flBa BapnaHTa noTKa 5. 

• BxoflHOM jiotok hp 6o/ibUJOM eMKOCTM Ha 4000 jimctob (A4/Letter). 3tot flonoJiHMTenbHbiM 
jiotok mo>kho HacTpoMTb bo BpeMfl ycTaHOBKM Ha cpopMaT A4 mjim Letter. 

• BxoflHOM jiotok hp 6onbiuoM eMKOCTM Ha 4000 jimctob (A3/Ledger). 3tot aonoJiHMTeJibHbiM 
jiotok mo>kho HacTpoMTb bo BpeMa ycTaHOBKM Ha cpopMaT A3 mjim Ledger. 

npMMenaHue BapMaHT A4/Letter bo Bpeivm ycTaHOBKM mo>kho HacTpoMTb Ha cfiopMaT A4 mjim Letter, a BapMaHT 

A3/Ledger — Ha cfiopiviaT A3 mjim Ledger, fljia HacTpoMKM Jioma 5 Ha apyrvie cpopMa™ obpaTMTecb 
b cjiywby, obecneHMBaKDiiiyK) o6cny>KMBaHMe ycTpoMCTBa. 

fljia nojiy^eHMfi MHcpopiviauMM 06 Mcnojib3yeMbix cpopiviaTax bywiarM cm. l~loflflep>KMBaeMbie 
c|)opMaTbi 6yMarM ajih jiotkob . 

3arpy3Ka 6yiviarM 

npMMeqaHMe Ecjim Ha ceHcopHOM OKpaHe KJiaBMLiia noTKa yKa3NBaeT Ha KaKofi-JiMbo TMn 6yMarM, 3arpy3MTe 

yKa3aHHyio 6yMary. 

1 OTKpoPiTe BepxHioK) flBepuy noTKa 5. 

2 Mto6n onycTMTb hm>khk>k> nnacTMHy, Ha>KMMTe KJiaBMiuy 3arpy3KM 6yMarM. 




npHMenaHMe He npeBNLuaMTe CTonKy 6yMarM CBepx KpacHOM jimhmm. 

3 rioMecTMTe byMary b jiotok. 




4 3aKpoMTe BepxHioio flBepuy. 



RUWW 



/JonOJlHMTeJlbHblM JIOTOK 5 23 



3arpy3na 6yi\iarM c 3aKJiaflKaMM 

BepxHMM jimct npeflHa3HaneH ajia 3arpy3KM nnueBOM ctopohom bhm3 KaK nepBbiM jimct c 
3aKJiaflKOki oKOH^aTe/ibHoro Ha6opa. CneflytoLUkie /imctn c 3aK/iaflKaMM yK/iaflbiBaioTCfl b 
cooTBeTCTByiomeM nocneflOBaTe/ibHocTM. 

1 3arpy3MTe jimctm c 3aKnaflKaMM TaKMM o6pa30M, mobbi 3aKnaflKM HaxoamiMCb cnpaBa no 
HanpaB/ieHMK) k 3aflHePi cieHKe noTKa. LUnpMHa 3aK/iaflOK ao/mma 6biTb He bo/iee 12,5 mm. 




2 B pe>KMMe K/iKma onepaiopa yKawme TMn 6yMarn c apjitiKaMM. 



24 4 3arpy3Ka jiotkob 



RUWW 



floflfleprnMBaeivibie ct>opiviaTbi 6yiviarM ajia jiotkob 



B c/ieayKimeM Tabjinue npHBeaeHbi cTaH,qapTHbie cpopMa™ byiviarn, kicno/ib3yeMbie ixm 

Ka>KflOTO M3 JIOTKOB. 



ct>opwiaT 


flOTOK 1 


JlOTOK 2 


JlOTOK 3 


JlOTOK 4 


JlOTOK 5 




A4/Letter 


A3/Ledger 


A3 


a/ 

V 


</ 

V 


>/ 

V 


>/ 






A4 


>/ 

V 


>/ 

V 


>/ 

V 


>/ 


J 2 




A4R 


>/ 

V 


>/ 

V 


>/ 

V 


-/ 




a/ 3 


A5 


>/ 

V 


>/ 

V 


>/ 

V 


>/ 

V 






B4 


>/ 

V 


>/ 

V 


>/ 

V 


>/ 

V 




a/ 3 


B5 


>/ 

V 


>/ 

V 


>/ 

V 


>/ 

V 


J 2 




B5R 


</ 




>/ 


</ 






5,5 Ha 8,5 




>/' 










Folio (F4) 














Letter 












n/ 3 


LetterR 












n/ 3 


Legal 








>/ 




^ 3 


Tabloid/ledger 












^ 3 



B pewnivie KJiho^a onepaTopa TpebyeTca "HacTpoMKa cneuMa/ibHoro cfiopiviaTa". Cm. 
PyxoBoacTBo ajjMHHMCTparopa cucreMbi. 

2 

JIotok 5 HacTpanBaeTca bo BpeMH ycTaHOBKM Ha cfiopiviaT A4 miki Letter. £\m ncnoJib30BaHkm 
apyrux cfiopiviaTOB TpebyeTca nepeHacTpofma zioTKa. 06paTHTecb b c/iywby, obecnenkiBaioLuyio 
o6c/iy>KMBaHMe ycTpoMCTBa. 

3 

JIotok 5 HacTpanBaeTCfi bo BpeMH ycTaHOBKM Ha cfiopiviaT A3 min Ledger, flifl Mcnonb30BaHMfl 
apyrux cfiopiviaTOB TpebyeTca nepeHacTpoMKa zioTKa. 06paTMTecb b cjiywby, obecne^kiBaioLuyio 
o6c/iy>KMBaHMe ycTpoPicTBa. 



npHMenaHMe rioflflep>KMBaK3TCfl HeKOTopbie LunpoKne cf»opiviaTbi 6yMam. [\nn noJiyneHkm flonoJiHMTenbHOM 

MHCflOpMaUMH CM. PyKOBOJJCTBO ajJMHH^ICTpaTOpa CHCTBMbl. 



RUWW 



rioflflep>KMBaeMbie cfiopMaTbi 6yMarn a/ia jiotkob 25 



26 4 3arpy3Ka jiotkob ruww 



flobaBJieHkie TOHepa 



flo6aBJieHne TOHepa 

3aivieHy TOHepa mo>kho BbinonHMTb npn pa6oTaioLueM ycipoMCTBe MFP. 



nPEflynPEHKflEHME! Ecjim TOHep nona/i Ha Kowy mjim oaewfly, cMoPrre ero xojioahom boaom. ropanafi Bona 
3aKpennfleT TOHep. 

1 OTKpoPiTe flBepuy OTceKa eMKoc™ c TOHepoM. 




4 Yflep>KMBaf1 HOByK) eMKOCTb C TOHepOM BepTklKaJlbHO, BCTpflXHMTe M3 CTOpOHbl B CTOpOHy. 




5 OTKpOMTe KpblLLIKy eMKOCTH C TOHepOM. 



28 5 flobaBJieHne TOHepa 



RUWW 




6 riOMeCTMTe eMKOCTb ropM30HTaJlbHO M COBMeCTMTe KOJlbLia Ha eMKOCTM c TOHepoM c na3aMM 

Ha Moay/ie noaanu TOHepa. 




7 3aflBMHbTe Moay/ib oTceKa eMKOCTM c TOHepoM m 3aKpoPiTe flBepuy Moay/ia. 




8 riepepaboTKa miw yTMJiM3auMa nycToPi ewiKoc™ BbinojiHaeTca b cootb6tctbmm c MecTHbiM 
3aKOHoaaTenbCTBOM. 



RUWW 



flobaBJieHne TOHepa 29 



30 5 flobaBJieHne TOHepa ruww 



60MMCTKa KOpobKM flJlfl OTXOflOB 
nepcpopauMM 



RUWW 



31 



OmiCTKa kopo6km ajia oTxoflOB nepc()opauMM 



Ec/im ycTaHOBJieH flononHMTe^bHbm Ha6op nepcpopauMM, npn 3ano/iHeHMM kopo6km rhr otxoaob 
nepcpopauMM Ha ceHcopHOM eKpaine noaBMTca cooTBeTCTByKnuee coobmei-me o ee onucTKe. 

1 OmpoPiTe flBepuy ycTpoficTBa oKOHHaTe/ibi-ioPi o6pa6oTKM m M3B/ieKMTe Kopo6Ky ann otxoaob 
nepcfiopauMM. 



2 BbicbinbTe coaepwrnvioe Kopobi 





3 YcTaHOBUTe KopobKy ana otxoaob nepcpopaunn b ee ncxoflHyio no3MunK3 m 3aKpoMTe flBepuy 

yCTpOkiCTBa OKOHHaTe/lbHOM o6pa6oTKM. 




32 6 O^MCTKa KopobKM fljifi OTXoflOB nepcpopauuM 



RUWW 



^ YcTpaHeHne 3aivmTkiki 6yMarn 



RUWW 
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YcTpaHeHMe 3aMHTMM 6yMarM 



nPEflynPE>KflEHME! 



M3yHMTe c/ieayiomyK) MHcpopMauuro, mobbi npeaoTBpaTMTb B03Mo>KHbie noBpewaeHkiH 

yCTpOMCTBa. 

B o6/iacTfix Moayna ADU (aBTOMaTM^ecKUM Moay/ib flyn/ieKcwpoBaHUfl), Haxoflfliunxca 
cnpaBa m C3aan ycipoPicTBa, reHepupyeTca BbicoKoe HanpfOKeHne. He npHKacaPrrecb k stmm 
o6nacTfix npn BK/iKiHeHHOM yciponcTBe MFP. 

TepMoaJieMeHT ycipoPicTBa o^eHb ropaHMM. ripn ompbUMM MOflyrm ADU mjim npn 
ycTpaineHMM 3aMaTMM He AOTparnBaMTecb no TepMoeneivieHTa. 

Moayjib ADU TflwenbiM. M3BJieKaMTe ero m obpamaMTecb c hum octopo>kho. 

He nowieLuaMTe pyKM Me>K,qy xoaobom nacTbio ycipoMCTBa MFP m MOflyneM ADU. 

ripn M3BJieHeHMM 6yKneTa m aono/iHUTe/ibHoro ycTpoPicTBa oKOHHaTe/ibHofi o6pa6oTKM He 
noMemaPiTe pyKM BHyTpb zioTKa am 6yK/ieTOB; BHyipn noma HaxoaMTca flBuraierib ponMKa, 

KOTOpblki MO>KeT CTaTb npMHMHOM nOBpe>KfleHMM. 



BHMMAHME 



ripn ycTpaHeHMM 3aivm™M y6eanTecb, mo M3 ycipoMCTBa MFP ki3B/ieneHbi Bee KycoMKM 3aivmTOM 
6yiviarM. He flOTparMBaPiTecb no 6apa6aHa n dapaPiTecb He nouapanaTb ero. M36eraMTe 
nonaflaHna b o6/iacTb 6apa6aHa MeTa/iJiMHecKMx m HaMamnHeHHbix npeflMeTOB, Hanpmviep, 
Hapy^Hbix nacoB min KiBe/ikipHbix M3flenMM. 



ripn B03HMKH0BeHMM olum6km noflaHM ycTpoMCTBo MFP ocTaHaB/inBaeT KonnpoBaHne mjim nenaTb, 
a Ha eKpaHe OTobpaHoeTca Koa 3aivmTHfl. MuratomkiPi koa o6o3HanaeT 06/iacrb, b kotopom 
3aMfiTMe aon>KHo 6biTb ycTpaHeHo b nepByK) o^epeab. flrm npocMOTpa cnpaBOHHoti MHcpopiviaLiMM 
npn oTo6pa>KeHnn Mkiraromero Koaa olum6km o6pa6oTKM 6ywia™ Ha>KMMTe Ha M3o6pa>KeHMe 
nucbivia. M3B/ieKMTe 6yiviary M3 Bcex o6nacTeki, o6o3HaneHHbix MuraKJiiiMMM KOflaivm. Ha 
cneayioLueM pucyHKe noKa3aHo npMMepHoe OTo6pa>KeHMe Ha eKpaHe 3aivm™M 6yiviarM. 



3aMaTMe SyMam 

P,nr\ cnpaBKM Ha>KMMTe COBETbl 





B cneayKimeM Ta6/ikiue npMBeaeHbi pa3/inHHbie koan ob/iacTen ycipoPicTBa MFP, me 
npoMcxoflfiT 3aivmTkm byiviarn 



Koflbi 33MHTMM 6yMam 



Koa 


06nacTb 


Koa 


06nacTb 


Koa 


06nacTb 


1 


JlOTOK 2 


8 


Me>Kfly jiotkom 5 m MFP 


14 




2 


flOTOK 3 


9 


BepxHMM npaBbiM yron 


15 




3 


JlOTOK 4 


10 


BBepxy b ueHTpe 


16 


BBepxy ycipoMCTBa 

OKOHHaTe/lbHO 

o6pa6oTKM 


5 


flOTOK 5 


11 


BepxHMM JieBbiti yro/i 


17 


Ha6op nocneflyroLuePi 

BCTaBKM 


6 


JlOTOK 1 


12 


B cepe/iMHe b uempe 


18 


flOTOK 6yKJieTOB 


7 


ripaBaa flBepua MFP 


13 


Allfl mjim b cepeflMHe b 
ueHTpe 







34 7 YcTpaHeHne 33mfitmm 6yMarn 



RUWW 



A 



OopiviaTbi byiviarM 



B cjieayioLLjeM Ta6/iMLie npkiBOflfrrcfi pa3Mepbi o6Luekicno/ib3yeMbix cfiopiviaTOB byivia™. 



OopiviaT 


AHrjiMMCKaa 
CMCTeivia 

(flHDMMbl) 


MeipMHecKaa 
CMCTeivia 

(MmiJWMeTpbl) 


A3 


11,69 Ha 16,54 


297 Ha 420 


A4 


8,27 Ha 11,70 


210 Ha 297 


A4R 


11,70 Ha 8,27 


297 Ha 210 


A5 


5,83 Ha 8,27 


148 Ha 210 


A5R 


8,27 Ha 5,83 


210 Ha 148 


B4 


10,12 Ha 14,33 


257 Ha 364 


B4R 


14,33 Ha 10,12 


364 Ha 257 


B5 


7,17 Ha 10,12 


182 Ha 257 


B5R 


10,12 Ha 7,17 


257 Ha 182 


B6R 


5,02 Ha 7,17 


128 Ha 182 


5,5 Ha 8,5 


8,5 Ha 14 


140 Ha 216 


5,5 Ha 8,5R+ 


8,5 Ha 5,5 


216 Ha 140 


Letter 


8,5 Ha 11,0 


215,9 Ha 279,4 


LetterR 


11,0 Ha 8,5 


279,4 Ha 215,9 


Legal 


8,5 Ha 14 


215,9 Ha 355,6 


Tabloid/Ledger 


11,0 Ha 17,0 


279,4 Ha 431,8 



RUWW 
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A QopiviaTbi byiviarn ruww 



rapaHTMA m NDpuflMMecKaa 

MHCpOpMaUMfl 



nonoweHMfl orpaHMMeHHOM rapaHTMM KOMnaHMM Hewlett-Packard 

1 KoivinaHUfl HP He npeaocTaBJifieT 3aKa3HMKy rapamkiK) Ha aaHHoe ycTpokicTBo MFP; oflHaKo 
fljifi nojiyneHMa MHcfiopMauMM o 3aK/iK)MeHMM aoroBopa Ha cepBMCHoe o6cny>KMBaHMe 
aaHHoro mnenm obpaTMTecb k aBTopM30BaHHOMy pecen/iepy HP. TapaHTMfi Ha pacxoflHbie 
MaTepna/ia npMBeaeHa HM>ne. 

2 kl3flennfi KOMnaHMM HP MoryT coaepwaTb BoccTaHOBJieHHbie aeianM, npoM3BOflMTejibHocTb 

KOTOpblX SKBMBa/ieHTHa HOBbIM fleTa/lflM MJIM KOTOpbie MCnOJlb3yK)TCfl flJlfl BTOpOCTeneHHblX 

uejieti. 

3 ECJ1M 3T0 PA3PELUEHO MECTHbIM 3AKOHOflATEJlbCTBOM, BblLUEnPMBEflEHHblE 
TAPAHTHM HBJ1HKDTCR klCKflKDHklTEflbHblMM kl HMKAKMX flPyrMX TAPAHTklkl MJIM 
yCflOBMM, nMCbMEHHblX HflM YCTHblX, HE nPEflOCTABflHETCH MflM HE 
nOflPA3yMEBAETCfl. KOMI1AHMFI HP OTKA3WBAETCH OT KAKMX-flMBO 
nOflPA3YMEBAEMblX TAPAHTHM MJ1M YCJlOBklkl TOBAPHOM nPMrOflHOCTkl, 
yflOBflETBOPHTEflbHOCTH KAMECTBA M nPMMEHMMOCTM flJlfl KOHKPETHblX 
UEflEM. B HeKOTopbix cipaHax/perMOHax, ujTaTax mjim npoBMHUMFix He pa3pewaeTCFi 
npMMeHFiTb orpaHM^eHMfi Ha npoaojiwMTejibHocTb noapasyivieBaeMOM rapaHTMM. TaKMM 
o6pa30M, BbinienpMBefleHHoe orpaHMneHMe mjim MCK/iho^eHMe k Bawi MoweT He oTHocMTbca. 
HacTOfliuaa rapaHTMa npeflocTaBJifieT BaM onpefleneHHbie topMflMHecKMe npaBa, oflHaKo Bbi 
MoweTe TaK>ne obnaaaTb apyrMMM npaBaMM, KOTopbie ouiMHaioTCFi b pa3Hbix 
cipaHax/perMOHax, uiTaiax mjim npoBMHUMfix. 

4 TflE 3T0 PA3PELUEHO MECTHbIM 3AKOHOflATEflbCTBOM, CPEflCTBA I1PABOBOM 
3ALHMTbl no flAHHOMY TAPAHTHMHOMy OBH3ATEJ1bCTBy HBJIHfOTCH PA30BblMM 
kl klCKJIIOHklTEJIbHblMM CPEflCTBAMM. 3A MCKflKDHEHMEM yKA3AHHOrO BblLUE, 
HM KOMnAHMR HP, HM EE nOCTABLUMKM HE OTBEHAIOT 3A nOTEPKD flAHHblX, 3A 

nPHMOki, cnEUkiAJibHbiki, cnyHAkiHbiPi, kocbehhwh mjim kakom-jimeo flpyroM 

yLHEPB (BKJ1IOHAH nOTEPKD nPMBblJIM MJIM flAHHblX), ByflETflM 3T0 
OE~bflBJlEHO OOMUMAJlbHO, flEJIMKTHO MJIM KAKMM-flMBO MHbIM OBPA30M. B 
HeKOTopbix cipaHax/perMOHax, wTaTax mjim npoBMHUMax He pa3pewaeTCfi npMMeHHTb 
orpaHMneHMfl mjim MCKJiKD^eHMfi Ha corjiaiueHMfl o cjiynaMHbix mjim KocBeHHbix ymepbax. 
TaKMM o6pa30M, BbiuienpMBefleHHoe orpaHMneHMe mjim MCKJiKweHMe k BaM MoweT He 

OTHOCMTbCfl. 

5 yCJIOBMH TAPAHTMMHOrO COrflAUJEHMH, COflEPWALUMECR B flAHHOM 
nOJ10>KEHMM, 3A MCKflKDHEHMEM yCflOBMM, nPMMEHHEMblX no MECTHOMY 
3AKOHOflATEflbCTBy HE MCKflKDHAfOT, HE OTPAHMMMBAIOT M HE M3MEHRKDT, HO 
flOnOflHRIOT 05R3ATEJlbHblE, nPEflyCMOTPEHHblE 3AKOHOM nPABA, 
nPMMEHHEMblE nPM flPMOBPETEHMM flAHHORO M3flEJlMH. 



37 



B fapaHTna m ropuflMHecKafl MHcfiopMauna ruww 



YKa3aTejib 



Mwcna 

2-cTopoHHee KonnpoBaHne 11 
A 

Anfl 9 

aBTOMaTMHecKaa no^ana flOKyMemoB 9 
E 

6yKneTbi, co3flaHne 13 
B 

BblKJlKDHeHkie 5 

BepTMKa/ibHoe MacLUTabkipoBaHkie 10 

BKJlKDHeHM6 5 

BCTaBKa o6/io>KeK 12 
0opiviaTbi byiviarn 13 

r 

ropM30HTanbHoe MaciiiTa6npoBaHMe 10 
fl 

aobaBJieHne TOHepa 28 
ayn^eKcnpoBaHne 11 

3 

3arpy3Ka Jioma 1 18 
3arpy3Ka Jioma 2 19 
3arpy3Ka Jioma 3 19 
3arpy3Ka noTKa 4 21 
3arpy3Ka noTKa 5 23 
3arpy3Ka jiotkob 

cf)opMaTbi byiviarn 25 
3aMflTaa byiviara 34 
3aMfiTMfl bywiarn 34 
3awieHa TOHepa 28 
3anonHeHMe noTKa 1 18 
3anonHeHMe noTKa 2 19 
3anonHeHMe noTKa 3 19 
3anonHeHMe JioTKa 4 21 
3anonHeHMe noTKa 5 23 
3anonHeHMe jiotkob 

cf)opMaTbi byiviarn 25 

K 

Koflbi 34 

KOflN, 3aMfiTMe byiviarn 34 



n 

flOTOK 1 18 
flOTOK 2 19 
flOTOK 3 19 
flOTOK 4 21 
flOTOK 5 23 
JIOTKM 

noflaep>KMBaeMbie cpopMa™ byiviarn 25 
O 

o6jio>kkh, ao6aBneHMe 12 

opurkiHa/ibi c JiMCTaMM pa3Horo cpopiviaTa 10 

opueHTauMfi 10 

OMMCTKa kopo6km fljifi oTxoflOB nepcpopaukiki 32 

n 

naHe/ib ynpaB/iei-ikm 3 
nepcpopauna 11 
nepcfiopauufi 2 oTBepcTMM 11 
nepcfiopaunH 3 OTBepcTMM 11 
nepcfiopauufi oTBepcTMfi 11 

cpopMa™ 6yiviarki 13 
nenaTb 16 
nnocKoe cieK/io 8 

P 

pa3Mepbi 

cpopiviaTbi 6yiviarM 35 
pa3HocpopiviaTHbie opurMHanbi 10 

C 

CnpaBKa 5 
crnb 

cpopMa™ 6yiviarM 13 
crki6 bpoujiop 12 
c™6 6yK/ieia 12 
crn6 byiviarki 12 

Cl~kl6 B TpM CJlOfl 12 

c™6 nuceM 12 
crn6 no uempy 12 
CKpenKa 11 

co3flaHne byK^eTOB 13 

CnpaBOHHbIM pe>KMM 5 

CTeK/io CKaHepa 8 

CLUMBaHMe 11 

cpopMa™ 6ywiarM 13 



RUWW 



y 

yBe/iMHeHMe 10 
yBejinneHne nsobpaweHkm 10 
yMeHbweHne 10 
yMeHbLueHne M3o6pa>KeHkm 10 
ycTpaineHkie 3aivmTkiki 6yiviarM 34 

ct> 

cfiopiviaTbi byiviarn 
BCTaBKa o6/io>KeK 13 
3anonHeHMe jiotkob 25 
o6niencnojib3yeMbie 35 
nepcpopauMfi oTBepcmfi 13 
crub 13 

CLUMBaHMe 13 

cf»opiviaTbi byiviarn cpyHKunn oKOHHaienbHOM obpaboTKM 13 
3 

3KpaH nenaTM 16 



40 
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